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INTRODUCTION

What do you want to become? What
are you suited to do? What do you need to do
to prepare? These questions and many more
like them are what you must try to answer in
order to prepare for your future. The better
you prepare the better your chances of achiev-
ing success, and doing something that you
enjoy. This lesson will focus on the career
development portfolio, its importance, and its
development and maintenance.

WHAT ISA CAREER PORTFOLIO

A portfolio is a file that contans an
organized collection of your work based on
your persondity, gods and aspirations. It
provides indght and information on you and
your achievements and growth over time It
presents an in-depth picture of a your sills
and competencies. It aso provides you a
means to reflect on important areas of your
life development and the impact of education
on future lifestyle and career choices. It
contains information that promotes what you
want others, specificdly future employers and
schools, to know about you.
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WHY CREATE A CAREER
PORTFOLIO

There are many good reasons to create
and mantan a career development portfolio.
A portfalio is tallored to meet your needs and
requirements. It serves as your record of
achievement. It will:

Serve as an ontgoing record of your
completed work. Your portfolio  will
contain copies of good work from dl of
your dasses induding information on
projects in which you ae involved tha
will be ongoing from year to year. It will
provide you with a higorical record that
you can apply to other projects.

Allow you to evauate and see your
improvement and growth, induding how
much you have done over the course of a
nine-week period, semester or quarter, this
year, or dl the years of your high school
experience.

Save as evidence of your accomplish
ments, even if you trander from one
school to another.

Update your parents on your progress.

Furnish you with a record of areas in your
growth and development that may require
additiona work.

Help you with the gpplication process for
future jobs and/or enrollment in colleges
or universties

Prepare information for school and job
interviews.

YOUR PERSONAL CAREER
PORTFOLIO

The following information will show
you how to create a career development port-
folio that suits your own persondity, gods,
and aspirations. As you begin to use it, you
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will be able to see how important pieces of
your life fit together so that you can fed
confident and optimisic about your future.
During its development and use, we encour-
age you to tak with your parents, nstructors,
counsdlor, and other supportive people in
your life. They can best advise you on the
type of information tha you should save in
your portfolio information that promotes what
you want others to know about you.

CREATING YOUR CAREER PORTFOLIO

By now, you may be able to pause and
reflect on certan things you have learned,
your likes and didikes about them, your
persondity, your dreams for yoursdf, the
things you wonder about, the things tha
frustrate you, and especidly the things tha
you like most about yourself. Therefore, when
cregting your career development portfalio,
aoply these thoughts and reflections to the
areas of:

SHf-knowledge/sdf-andysis.
Your liferoles.

Past, present, and future educationa
development.

Career exploration and planning.
If your school or JROTC unit has not

chosen a gpecific portfolio, you can eesly
create your own using an ordinary file folder.
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Place the information that is shown in the
illustration below on the outsde cover.

The headings on the files indde the
sample folder below are just a few documents
that you may want to place now in your
portfolio. Then, as you progress through high
schoal, there will be other documents tha you
should include in your portfolio, documents
pertaning to job skills work experiences,
dandardized exam results, job applications,
resumes, college applications, financid ad
forms, and sdif and skills analyses.

Although portfolios will vary based on
the needs of the individud and the audience,
there are some basc requirements to Al
portfolios. They are asfollows

A persona cover page

A table of contents

A persond statement

A resume

L etters of reference — as many as
possble

Transcripts (optiona)

Samples of your school work from
different subject aress to include why they
are dgnificant

References and contact information
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Your career development portfolio is
dill missng one essentid dement: an address
book! The names, addresses, and phone num-
bers found in an address book represent the
contacts that a person makes and develops
over many yeas of networking. Felow
JROTC cadets, other classmates, teammates,
your parents friends, your friends parents,
people met at camp, church, or acquaintances
made while traveling are contacts tha may
become an important pat of your future.
They may be future dients customers,
colleagues, or employers.

EVALUATING YOUR CAREER
PORTFOLIO

A portfolio is not complete unless you
evduae it thoroughly. Remember that the
portfolio represents you. So, here are some
guestions you should ask yoursdf to ensure
that you have developed a qudity product.

Are the required documents included?

Have you edited it to make sure that there
are no errors?

Is the portfolio neat and organized?
Isthe portfolio labeled properly?
Isit pleasing to the eye?

Doesit represent you as a person?
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MAINTAINING YOUR CAREER
PORTFOLIO

You should review the informetion in
your portfolio a least three times per year
and remove anything that is outdated. Your
objective is to keep your career development
portfolio as respondve to your future needs
and interests as possible. This portfolio should
be the best record of your school and work
accomplishments.

CONCLUSION

If you have not dready Started on a
caeer deveopment portfolio before this
school year, start now! Create a portfolio that
IS respondve to your future needs and
interests. To be complete, it should contan
documentation on your goas educationd
development; career exploration; and plan
ning; and sdf-andyss.

Start today by planning wha you want
to accomplish dong with the how and when
you can complete it. Use a portfolio to
organize your school accomplishments and
caexr planning and to hep you achieve
SuCCess.
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